Configuring Entourage 2004 Version 11.2.1 for Home Use
Instructions for NASA Headquarters Personnel

Requirements:

b e s

Microsoft Office 2004 CD from the Software Library
A dial-up or broadband connection to the Internet

A NASA Email (HEMI) account

Mac OS X 10.2.8 or later

Information about Requirements:

v You must have Entourage 2004 version 11.2.1 installed on your computer. If you do not have

Entourage 2004 version 11.2.1, please contact the HELP desk at 358-HELP or
service@hq.nasa.gov and request “a Office 2004 CD for home use.” This CD contains Entourage
2004. You will be contacted by the Software Library when your CD is ready for pick up or the
CD can be mailed to you.

v" You must be able to connect to the Internet to perform the required setup. If you cannot connect

to the Internet, you will need to bring your laptop or computer to a location where you can do so.

v" A NASA email address. If you do not have a NASA email address, your IT POC will be able to

make this request for you. If you do not know who your IT POC is, please check here:
http://www.hq.nasa.gov/office/codec/codeci/help/pocs/genpocs.xls

v" Mac OS X 10.2.8 or later is required for setup.

» If you do not have Mac OS X 10.2.8 or later, you will need to purchase a copy. The
Software Library does not have licenses for, and does not have permission to issue,
copies of Operating Systems such as Mac OS X 10.2.8.

Installing Entourage 2004 (and Office 2004)

1.

[

oooooo

Insert the Microsoft Office 2004 Install CD into your computer’s CD-ROM drive. A virus
scan will run automatically. You may choose to cancel this scan if you received a copy of the
Microsoft Office 2004 CD from the Software Library.

Double-click on the CD icon when it appears on the Desktop.

\d

ft Office 2004
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3. Double-click the Office Setup Assistant icon in the Microsoft Office 2004 window.

ene6e 1 Microsoft Office 2004 o
x 3 items, 72.7 MB available

Choose one of the following options:

Office Setup Assistant

Microsoft Office 2004

_—— Drag the Microsoft Office 2004
..... o J

Office:mac B
€

4. Click Next

8060 Setup Assistant

Offié"é:mac) Setup Assistant

Thank you for choosing Microsoft Office 2004 for Mac. This Setup Assistant installs
Office 2004 on your computer and prepares the Office programs for use
1 Welcome
2 License Agreement Before you begin:
/ Verify that you are logged on to your computer as administrator.
3 User Information
‘/ Disable virus protection software on your computer (recommended).

4 Product Key
To proceed, click Next.

5 Installation

6 Getting Started

5. Enter an OS X administrator account username and password in the Authenticate window,
and click OK. An example of an administrator account is the first user account created when
you installed OS X or bought your new Macintosh.

Authenticate

Office Setup Assistant requires that you type
your password,

(%) oetaits

6. Click Next
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860 Setup Assistant

Office:mac Setup Assistant

To continue with the Office installation, you must accept the terms of the End-User
License Agreement (EULA).

Select your language:
License Agreement [English & !

User Information END USER LICENSE AGREEMENT FOR MICROSOFT SOFTWARE.
IMPORTANT—READ CAREFULLY: This Microsoft End-User License Agreement CEULA') i a legal (1)
agreement between you (either an individual person or a single legal entity, who will be referred to
Product Key in this EULA as “You" or “Your") and Microsoft Corporation for the Microsoft software product that
accompanies this EULA, including any associated media, printed materials and electronic
documentation (the “Software Product’). The Software Product also includes any software updates,
Installation add-on components, web services and/or supplements that Microsoft may provide to You or make
available to You after the date You obtain Your initial copy of the Software Product to the extent
that such items are not accompanied by a separate license agreement or terms of use. By installing,
Getting Started copying, downloading, accessing or otherwise using the Software Product, You agree to be bound
by the terms of this EULA. If You do not agree to the terms of this EULA, do not install, access or
use the Software Product; instead, You should return it to Your place of purchase for a full refund, if
applicable.
1. GRANT OF LICENSE. This Section of the EULA describes Your general rights to install and use
the Software Product The license rights described in this Section are subject to all other terms and
conditions of this EULA.
1.1 General License Grant to Install and Use Software Product. You may install and use one
copy of the Software Product on a single computer, device, workstation, terminal, or other digital
electronic or analog device (‘Device"). You may make a second copy of the Software Product and
install it on a portable Device for the exclusive use of the person who is the primary user of the first | _
copy of the Software Product. A license for the Software Product may not be shar
12 Alternative License Grant for Storage/Network Use. As an altemative to the rights granted m
the nreviaus section_ Yau mav install 2 conv of the Saffware Pradiict on ane storane Device._surl

~

w

o

“w

)

To proceed, click Next.

(_Quit ) (_save.. ) (_Print.. )

7. Click Accept to accept the license agreement.

To continue installing the software, you must
agree to the terms of the software licens
agreement.

Click Accept to continue or click Cancel to cancel the
installation.

Accept

8. If you see a window like the one shown below, then you have or had Entourage X installed
on your computer. Click Create New Identity. Otherwise, skip directly to step 9.

?— The following Office identity was found on your machine.

Office identities contain personal information, such as name and
address, and Entourage e-mail messages and other data from a
previous version of Office.

Select the identities you want to import, indicate which should be
your main identity, and click Import. Or click Create New Identity if
you do not want to import any identities.

Import Identity size Main
Main Identity (Entourage X) 268.9 KB 4

Estimated disk space required:

Selected Office identities: 268.9 KB
Recommended Office installation: 600 M8
Total disk space required: 600.3 MB
Disk space available: 6.42 CB

Create New Identity

(_Import )
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9. Type your first and last name in the First/Last Name fields and click Next.

8060 Setup Assistant

Office:mac Setup Assistant

Please enter the following information to personalize your copy of Office 2004. This
information will be used by all Office 2004 programs.

First/Last Name:™ First Las{

{ Work Information | Home Information |

3 User Information
E-Mail Address
4 Product Key @ This is my primary e-mail
Phone
5 Installation
Company:
6 Getting Started aress
City:

State/Province:

Zip/Postal Code

Country/Region
™ This is my default address

— required
‘ — ‘

10. Click Next.

860 Setup Assistant

Ofﬁééﬂmc) Setup Assistant

Product Identification Information

This is your Microsoft product identification number. If you contact Microsoft Product
Support Services (PSS) for technical support, you will be asked for this number.
Please keep a record of it.

75868-270-9041464-12927

i Productikey You can also locate the Product ID at a later time by selecting the About command

from any Office program.
5 Installation
To continue, click Next.

6 Getting Started

cao = @

11. In the Installation part of the Setup Assistant window, make sure that the following items are
selected (checked):

*  Microsoft Word

*  Microsoft Excel

*  Microsoft PowerPoint

*  Microsoft Entourage

¢ Office Tools

¢ Office Content

*  Proofing Tools

* Add application icons to my Dock
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These items are optional and can be unchecked:

* MSN Messenger
* Additional Tools

860 Setup Assistant

Office:mac Setup Assistant

Select the installation location

df The Setup Assistant creates a Microsoft Office 2004 folder in the
w2l “Applications" folder on the "Main" disk.

Main v

Select the type of installation you want

() Recommended (default) () Select all ) Custom

Belectthe specific Office 2004 components that you want to install.
5 Installation -
MSN Messenger

Office Tools

Office Content m
Proofing Tools S
» Additional Tools v

Approximate disk space needed: 485.9 MB
Disk space available: 10.67 GB
# Add application icons to my Dogk/
Deseriy

Hover the mouse pointer over programs to obtain more information.

6 Getting Started

Ca) Crac) @mmD

If you have more than one hard disk attached to your Macintosh, select the disk (using the

popup menu) where you usually install your applications. Otherwise, leave this selection
alone.

enon Setup Assistant

Offié”é:mGC) Setup Assistant

Select the installation location

O‘ The Setup Assistant creates a Microsoft Office 2004 folder in the
L “apphieationstalder on the “Main" disk.

e on you want
O Recommended (default)y () Selectall @) Custom

Select the specific Office 2004 components that you want to install.
5 Installation -
MSN Messenger

6 Getting Started ™ » office Tools
™ » Office Content m
™ » Proofing Tools '
T » Additional Tools v

Approximate disk space needed: 485.9 MB
Disk space available: 10.67 GB
™ Add application icons to my Dock.
Description

Hover the mouse pointer over programs to obtain more information.

(Quit ) (Back ) (Cinstall)
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12. Click Install.

860 Setup Assistant

Ofﬁo”"é_;:mac) Setup Assistant

Select the installation location

The Setup Assistant creates a Microsoft Office 2004 folder in the
“Applications” folder on the “Main" disk.

Select the type of installation you want
O Recommended (default) () Select all @) Custom

Select the specific Office 2004 components that you want to install.
5 Installation -
MSN Messenger

6 Getting Started ™ » Office Tools
™ » office Content m
™ » Proofing Tools .
J » Additional Tools v

Approximate disk space needed: 485.9 MB
Disk space available: 10.67 GB

™ Add application icons to my Dock.
Description
Hover the mouse pointer over programs to obtain more information.

13. Enter an OS X administrator username and password in the Authenticate window, and click
OK. Office 2004 will begin to install.

Authenticate

7 Office Setup Assistant requires that you type
L your password.

Name: |

Password:

(%) oetails
0 (o) @00

14. Click Finish.

860 Setup Assistant

Ofﬁé”g":mm) Setup Assistant

Congratulations! You've completed Microsoft Office 2004 setup.
Now you can explore Office 2004, learn about what's new, or check for the latest
software updates. Click a link below to get started!

See what's new in Office 2004.

Start using Office 2004.

Lear how to use Office 2004.

QEGEItnu St Get the latest Office 2004 updates.

Start the Remove Office program to remove older versions of Office.

Register Office 2004 to obtain upgrade information and the newsletter.

To close the Setup Assistant, click Finish.

Cad)
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15. If either Office 2004 Test Drive evaluation copy or Office X is installed on your
computer, you must remove it before continuing. To remove previous versions of Office,
launch the Remove Office application located in /Application/Microsoft Office
2004/Additional Tools/Remove Office.

16. Return to the open Microsoft Office 2004 window. If it is not open, double-click the CD
icon on the Desktop.

\a)

Microsof ft Office 2004

17. If you find an icon of a folder labeled “Office 2004 11.2.1 Combo Update,” double click to
open the folder

006 ! Microsoft Office 2004 o
2 1 of 3 selected, Zero KB available

Choose one of the following options:

> \ Su \
‘\
\, Office Setup Assistant

({Recommended) Double-click
Office Setup Assistont for a
full or customized installation.

=

Office 2004 11.2.1 Combo
AN Update

—or—

Microsoft Office 2004
Drag the Microsoft Office 2004
folder to your hord disk to
instoll oll Office components.

Office:mac

18. Double click the icon inside labeled “AUOffice20041121CEN” to install the Office 2004 SP
Update

Office 2004 11.2.1 Combo Update

1 selected, Zero KE

g}

AUOffice20041121CEN
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Configuration Instructions

You are now ready to begin configuring Entourage for your HEMI account.

Make sure that you’re connected to the Internet before continuing. Otherwise, Entourage will
fail when attempting to connect to the mail server.

Launch Microsoft Entourage by clicking its icon in the Dock. The Entourage application can
also be found in /Applications/Microsoft Office 2004.

Microsoft Entourage

* After some fonts are installed in your Fonts folder, the Entourage Setup Assistant will start.
If Entourage opens instead of the Setup Assistant, skip to step 5.

3. When the Entourage Setup Assistant starts, if Entourage is the only e-mail program that you
use on your Macintosh, click Make Default. Otherwise, it’s best to click Cancel.
Would you like to make Microsoft Entourage
your default e-mail program?
( ZOE
4,

Close the Entourage Setup Assistant window by clicking the close (red) button. You will set
up your account manually.

‘ (&) Entourage Setup Assistant
Welcome (ﬂ

Welcome to Microsoft Entourage. The next few screens will help you
get started.

What do you want to import?
@ | want to start using Entourage without importing anything.

Information from Microsoft Entourage X

Information from Microsoft Entourage 2001

) O (

Information from my e-mail program

Y (

_ Information from both my e-mail program and my PIM

~ Information from my personal information manager (PIM), for
~ example, contacts, events, tasks, and notes

Click the right arrow to continue.

b
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5. On the Tools menu, click Accounts.

6. Click the News tab, then select the Microsoft News Server. Click Delete in the toolbar.
Click Delete in the confirmation window.

aYaya)

Accounts

4 New v ;éEdit ]:é Delete & Make Default

. NQ News )D rectory Service Exchange

i Microsoft News Server

7. 1In the Accounts window, click the Exchange tab, and then click New in the toolbar.

OO0 Accounts

Edit Delete Make Default

+ Mail News Directory Service Q[xchmg;@

_’1 Exchange Server

8. Click the Configure account manually button.

eon Account Setup Assistant

Basic User Information =
e
The following information is available from your Exchange account
administrator and is required to set up your Exchange account.

Account ID: ||

Password:

Domain:

: Save password in my Mac OS keychain

Click the right arrow to continue.

C Configure account manually f‘ 4 @
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9. Enter the following information for the Account Settings tab:

Edit Account

< [hccount serings >

HEMI Server

Jane Doe

Jane.Doe-1@nasa.gov

jdoe

HQ

https://mail0l.ndc.nasa.gov

443

Account name: HEMI Server

Name: Your full name

E-mail address: Enter the exact same e-mail address as you use for Entourage on your
office computer. It should be entered in all lowercase letters, (e.g. joe.user @nasa.gov).

* Please use OWA or Outlook to search the GAL to confirm your correct e-mail address.
Case is important. Most likely, the e-mail address should be all in lowercase. If you get
HTTP errors when sending a test message, then the address here is most likely incorrect.

Account ID: your HEMI userid (same as HQ domain userid)

Domain: HQ

Password: leave blank for now

Do not check Save password in my Mac OS keychain.

Exchange server: https://mail01.ndc.nasa.gov

Check the box labeled This DAYV service requires secure connection (SSL)

NASA ISFM 10 2106



Click the Advanced tab.

Edit Account

s rpks”

mail0l.ndc.nasa.gov/public/

443

Idap.ndc.nasa.gov

3268

1000

ou=people, dc=ndc, dc=nasa, dc=gov

10. Enter the following information for the Advanced tab:

* Enter mail01.ndc.nasa.gov/public/ in the Public Folders Server box.

* Check the box labeled This DAYV service requires secure connection (SSL)
* Be sure all other boxes are unchecked

* LDAP server: ldap.ndc.nasa.gov

¢ Maximum number of results to return: 1000

* Search base: ou=people, dc=ndc, dc=nasa, dc=gov

% Please Note: there are spaces after each comma in the text string above

NASA ISFM 11 2106



11. Click the Security tab.
12. Uncheck all Checkboxes.

Edit Account

Signing Certificate

Select a certificate to use for digitally signing messages from this account.
Recipients of signed messages use the signing certificate to verify the
authenticity of the message. Messages will be signed with the SHA-1
algorithm.

Certificate: <No certificate selected> ( Select )

D\gitally sign all outgoing messages by default
¢lude my certificate when sending signed messages

gnd clear text signed messages when sending signed messages

Encryption Certificate

Select the default certificate others will use to send encrypted messages to this
account. The certificate will also be used to encrypt messages that are saved in
the Drafts or Sent Items folders. Messages will be encrypted using the 3DES
encryption algorithm.

Certificate: <No certificate selected> ( Select )

: Encrypt contents and attachments for all outgoing messages by default

[Account Settings | Options Advanced | Delegaé\' Secu®—

( Cancel ) | OK

13. Click OK to close the Edit Account window.

14. Click OK.

Exchange account.
Synchronization time varies depending on the
amount of data you are synchronizing and

the speed of your connection.

Entourage is now synchronizing in the
@ background with your Exchange account:

NASA ISFM 12
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15. Enter your HEMI password at the prompt and click OK.

Enter account ID and password

Enter the password for the account "Exchange account”

Account ID:  userid
Password: |
(] Save password

( Cancel ) OK

16. Your HEMI mail folders should start to appear in the folder list under HEMI Server, and the
(not connected) message, displayed to the right of the HEMI Server icon, should disappear.
Your folder names will most likely be different than what is shown below.

E @ Entourage File Edit View
806

dlll Hide Folders i

¥ ) Folders on My Computer

&, Inbox

] Drafts

&, outbox
&) Sent Items
f§ Deleted Items
Ed Junk E-mail
L Active Directory
J Save

&) sent Items
[ Deleted Items
I@ Junk E-mail
= Active Directory
< CCB
| Engineering
| Entourage
= Eudora
| HEMI
= InstallerVISE
2 Junk ‘
= Mac OS X B
< netOctopus
= Panther
< PatchLink
| PKI
| PocketMac Blackberry
< VPN
| Wireless
Kg Public Folders
> &J Mail Views

i &5 & & & & o 6 i i o 5 i o 6 5

17. Send a test message to yourself to confirm that you can both send and receive mail
successfully.
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Adjusting Entourage 2004’s Settings

1. Select Preferences from the Entourage menu.

2. In the Mail & News Preferences section, click Compose.

Preferences
¥ General Preferences General
® General : Automatically check names when sending messages
® Address Book . i
® Calend @ Save copies of sent messages in the Sent Items folder
alendar
® Fonts @ Show HTML Formatting toolbar in the Message Composition window
® speling Mail format: = HTML 5 News format: _ Plain Text |
® nNotification
®  Security Attachments
¥ Mail & News Preferences =

Encode for: ~ Windows (MIME/Base64) v

Compression: | None | 3’
® Reply & Forward

") Append file name extension
@ View __ Append file name extensions

8 Send attachments to Cc and Bcc recipients

Recent Addresses

@ Display a list of recently used addresses when addressing messages

Clear List

( Cancel )

3. Make the following changes to the default preferences:

* Mail format: HTML
* Encode for: Windows (MIME/Base64)
* (Click OK.

Preferences

¥ General Preferences General
® General
® Address Book

: Automatically check names when sending messages

@ Save copies of sent messages in the Sent Items folder

® Calendar
@ Fonts M Show HTML Form g-tao|bar in the Message Composition window
® Spelling Mail forrs News format: @
® nNotification
®  Security Attachments
¥ mMail Pref
all & News Preferences Encode'far: Windows (MIME/Base64) T]
® Read
Compose Compression: None [

o
® Reply & Forward
e

M . =
View __ Append file name extensions

@ Send attachments to Cc and Bcc recipients

Recent Addresses

@ Display a list of recently used addresses when addressing messages

Clear List |

( Cancel )
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4. Select Tools -> Run Schedule -> Edit Schedules.

Entourage installs with three default schedules. You will delete one and modify the other two.

e 06 Schedules

=~ New

Enabled I Name 4| Next Run Last Run
‘Z‘ Empty Deleted [tems Folder
‘z‘ Send & Receive All Today 1:07 PM 3/1/05 2:42 PM
v Send Al a 3/1/05 2:42 PM

5. Delete the Send All schedule by clicking on it so it’s highlighted. Then click on Delete in the
toolbar. This schedule has no effect for Exchange accounts.

6. Disable the Send & Receive All schedule by unchecking its box. This schedule has no effect
for Exchange accounts.

7. Click on the Empty Deleted Items Folder schedule so it’s highlighted, then click on Edit in
the toolbar.

8. Change the name to Empty Deleted Items Folder on HEMI Server. This schedule is
initially set up to run manually, i.e., only when you select Tools -> Run Schedule -> Empty
Deleted Items Folder on HEMI Server. If you want this schedule to run automatically, click
on the When pop-up menu and select something other than Manually. On Quit is a popular
choice. This selection causes the Deleted Items folder to empty when you quit Entourage.
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Edit Schedule

Namg- Empty Deleted Items Folder on HE@

When
- Add Occurrence Remove Occurrence

| -

" On Quit 4

g Only if connected

Action

U Add Action Remove Action

[ Delete Mail } 3) from | Deleted Items } :]older than 0 days
Dial-up options: @ Stay connected C Close C Return to previous state

@Enabled ( Cancel )E OK 3

9. In the Action section, click the from pop-up menu and select Choose Folder.

Edit Schedule

Name: Empty Deleted Items Folder on HEMI Server

When
U Add Occurrence Remove Occurrence

s

" On Quit

8 Only if connected

Action

9 Add Action Remove Action

" Delete Mail m Deleted Ilew l0|r than 0 days
Dial-up options: 6 Stay connected C Close C Return to previous state

@Enabled ( Cancel )f OK )

v Deleted ltems

Sent Items
Save

Choose folder...

10. Select the Deleted Items folder under HEMI Server. If you notice, you have two Deleted
Items folders—one under Folders on My Computer, the other under HEMI Server. The
important one to manage is the Deleted Items on the HEMI Server, since messages in that

folder decrease your available space to store messages.
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11. Click Choose, then click OK.

Choose Folder

¥ &) Folders on My Computer
Inbox

Drafts

Outbox

Sent Items

Deleted Items

Junk E-mail

EMI Server

Inbox

Drafts (1)

Sent Items

Deleted items L
Junk E-mall
Active Directory
cCB
Engineering
Entourage
Eudora

HEMI

( Cancel ) (-Ghoose%

ve

BT EHTHISE z §G TG e

«(
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Download Entourage updates

1. Make sure that you have a connection to the Internet before continuing these steps.
2. In Entourage, select Help -> Check for Updates.

3. Microsoft AutoUpdate will launch and check for updates available for download from
Microsoft.

4. If there are any updates listed, download and install them by clicking Install.

The following updates are available for your Microsoft software. Use the
check boxes to select the updates you want to install:

Name Date Size
|@ Office 2004 for Mac Service Pack 1 10/12/04 22.8 MB
@ Junk E-mail Filter Update 1 1/10/05 2.9 MB

This service pack addresses several stability and security issues with Microsoft
Word, PowerPoint, Excel, and Entourage for Office 2004, Microsoft Remote
Desktop Connection (RDC) Client 1.0.3 for Mac, and Microsoft Visual Basic for
Applications for Office 2004.

n; Help ;x 1.\' Cancel '/) r Learn More... w ElanH

5. Enter an OS X administrator username and password in the Authenticate window, and click
OK. AutoUpdate will begin to download the update(s).

Authenticate

AutoUpdate requires that you type your

password.
LR
Name:
Password:
(+) oetails
@ (Cancel)

6. Since Entourage is currently open, you’ll see a message window like this:

The following running applications are
preventing installation of the update. Please quit
these applications, and then click Continue to
~—~ proceed with the update. To exit the Updater and
leave your copy of Office unchanged, click Cancel.

(&

Microsoft Word
Microsoft Entourage
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7. Quit Entourage and any other Office 2004 application that is open, then click Continue.

The following running applications are
preventing installation of the update. Please quit
1 these applications, and then click Continue to
2) proceed with the update. To exit the Updater and
leave your copy of Office unchanged, click Cancel.

Microsoft Word
Microsoft Entourage

=)

8. After the updates are complete, run AutoUpdate again, click Check for Updates and repeat
the process until there are no more updates available.

®e06o Microsoft AutoUpdate

Microsoft AutoUpdate checks for new and updated versions of your Microsoft
software. See Help for more information about how AutoUpdate works.

How would you like to check for software updates?

@ Manually
: Automatically
Check for Updates  Weekly =

v

Checking occurs only when you have a network connection.

There are no updates available for
your Microsoft software at this time.
Please check again later.

ok )
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